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APR -5 1956
Chief, Vanagement Staff

Lagt. Hanegement UffTven

Persormel Records Eurvey heport.

1. Assignmentt

2.

3.

a, To fdentify the principal personnsl records maintained and their
DET-T. N

b. To summerizc these date and present them for snalysis 1y the Hanage~
nent & taff,

Scope of the urveys

8. The survey was limdted to fect finding., The sdequacy of, or need
for, the records examined were not analyssd.

b. Headquerters elements of the UL /P, DL/S snd DU/I iress were surveyed.
’ . r)j [
¢. The records exmmined were these wsed for pergonsl msnagement -
hiring, promoting, trensferving, rotating, separsiing, stc.

Exgcluded were the specislized records maintained Yy: the
Nffices of "ecurlyy, Mecicsl and Traiming; the Divisions
of #1litary Fersonnel srnc <ecords Indegration; and the
Counter Intelligence O taif.

Yindings:

inalysis shests (immex A) sumsarisze the basie records axamined and em~
phasize thelr duplication. Basie data comgerning the records and their
uses are presented in Amnex B.  The following are the main subjecis
ocovered in that Amnex:

a. Pursonnel File Fa%g are paintained in avery third schelon® com~
ponent surveyed. Many of the contents mre duplicated im the official
personnel file in the Uffice of rersonnel. Some foldors contain
operational material, but most centaln those persormel records
necessary for third echelon personnel administration snd are fre-
cquently used to the eeclusion of the official folder. Fourth and
fifth echelons also frequently mainteln personnel file foldsrs.

* The UD/! and LD/S .ffices, the DE/F idvisions and Staffs.
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b. FProfiles sre ussd extensively but vaxy greatly in contents. Yost
are en & single page. They are usually confined to facts which can
be copled frem other forms. .ducailon, previcus sxperients, fgenty
asslgnments and igency training sre the usual contents. Thay seldom
inelude cvaluated informetion. They are net prepered by the central
personnel office snd are seldom in the offigisl perscnnel file folders.

¢. Individual Card %rdx are maintained Yy &1l third schelon tom-
ponenta surveyel,” the msjority using the Civil :ervies Lumployes
Hecord Card, Porm (¥-Lh, The cards sontain a record of Agency
assignments and some or alil of these itemm: trsdining, previous -
perience and sducation.

d. 3f0 ldst, the momthly IEH publication of the Fersonmel COffice, was
considored inadequate for operating needs by all but one covponent;™'¥
wary called 1t "useless.” Pivs components swvayed prepare their
own monthly T/C lists and s sixth plans to do sb. Other components
use the form (F-ib with the Fosition Idemtification Eirip in & Rardex
cebinet ms a working 7/C record.

| €. l}m__ggmmk@twmatﬁm,mnm
third sonelon leovel., HMoet of these eomponents keep n eard record

sumsariging esoh employee's training, Hecords of needed training
are wore diverss, but are usually maintained.

f. & — rd, in Suelificstions Analysis Branch, Persomel

&sﬁmm&; ‘ivislion, Uifice of Porsonnel 12 wned contimslly by
placemoent officers but is [recuently oriticized by operating com-
ponents as insdecuste and inscourste. 14 i3 not kept up te date,
iR hes set up its ovm recerd.

ARNEZES

A -~ Analysis Shoets
® = Bumravy of Kecords Surveayed

i

25X1A8a re
}

2 kxeept Cfflce of Operations, D71/l which does not maintain personnel
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rxplanetion of inalysis Sheets

Sheets 1 « 17 summsrive the mein comtents of personnel file folders.

The columns avre arrenged, from left to right in descending echelon order,
“n sach line, a ¥1* {3 entered in tho column of the highest ochelon
wainteining the record. If e lower achelon maintains » duplicate, a "2
is entersd, & "3" indicates triplication, snd se on.

it was found thet soms offices maintain thess seme neterisls in subject
files (s pending file of forms 52, fur exsmple) so thoy sre ineluded,
Haterials in personnel file folders are indissted Yy rod nusbers, ma-
teriels in subject files are imdiceticd by blue numbers.

This Brief survey has established tho facte of spseific duplicstion of
selected basic forms, For other records, duplicstion Ly type hes bBeen
estebiished but 2 detalled anelysis of forms was not undertaken.

Sheets 13 - 15 sumsarise the records maintained on staffing, pseude/

cripte oross refercnces, treining, skills Incators and individusl eareer
plans. Ilesoriptions of esch heading fellow:

2. ctaffing Records:

(1) T/0 List ~ Officisl:t the official IBM list of T/l positiens and
incumbunts prepared monthly ly the Fersonnsl Office and distri-
buted o major agency components. Postings te this record are
wade from forms SFE-50. .

{2) Ifc List - “orkings /ny othur list of positions and incumbente.
These lists are freguently posted from forms SF-52,

(3) /0 Card = OFlh: Form UFLb is & SxB individusl card record con-
taining 2 summery of official personnsl sctions, efficiency
retings and training, VYhen used with the Positicon Identifieation
Ltrip, EF«7d in 3 Kardex file and srrenged in organisstional
order, it hecomes a staffing record.

{h) T/c Card - Other: Some comprnents use other card forms, or
blenk cerds, for s vieible indsx staffing record.

(5) Yecaney Lipt: ({ome components maintain lists of vaosncies.

Fending seturpee List: Similer to the above, is & list of field
positions scon to be vacated by returnees. The scheduled dste
of return is usually shown.
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{7) In-gssual List: “hen a returnss srrives in Uentral Proceseing
Hyranch, Uffice of Versonnel, his neme is pleced on the monthly
In-czsual List, It is ramoved when his reaszignment is suthene
ticsted by form SF-50.

Faeudo/Cripto Filest

{1) Fpeudo Cross leferense: 7his is & dusl csrd file crossercfer-
enging true nemes end pBcudonyms. oseurity ragulstions recuire
that the cress-referencing technique ineclude & kvy number, o
that true nemes and psrudonyms are not maintained in the same
£ile cabinet.

{2) Crypte Crope Reference: This is & dusl cord file similar to the
;meum ﬁ.ia deacribsd atove. True nawes and oryplonyms ars
eross referenced.

P 3  Rapgrd:  Card rocords are maintained of wne
lﬁa‘h@d mlaphane me“s s ¥hieh are supplicd Yy telephone to
suthoriged pergonnsl. Lome informetion sonceming agency per-
gonnel iz placed on em~ig for use in enswering outslde eredit
inquiries, ete, The gards indicate how mmer information, if
81y, can he supplied.

=%
Aok
Yo

Ireining Hecords, Individual ar¢ maintsined in the following weys:

{1} In Persomnel Folder
{2 un tFLb card, or sems ximilsr record card.

{3; In @ book, or binder ar folder containing only records of indi-
vidual teaining.

(h) Un a Skills Locator Hesord. (Uee definition in part ¢ delow,)

Iralning Echedulep refers to the regords necassary to plan snd
schedule ineservice tralning for the memdbers of a component.

“kille Locator Hegord rofers to & record used %o locste personnel
of speeific sidlls, qualifications and training. It frequently is
st up for use with s mechanical selection deviee suech as IFM, Hay
ar k- Dort or colored teba.

Cargar Flsns 4 written plan of future training and sssignmente for
#n indivicual.
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‘utline of Analysis Sheots: Personnel Fecords Survey

“»  Hain Contonts of FPemorrel and fubject Files
sy Hleadguarters £ta'? _mplovees
e LUK
P LBAT

He Ho. Records of Field Stafy Employess
Le i
g, /1

€. rufe

S ’{zq. fgcords of Fivld Eiaff igants
iw Ei (=]
%, DifI = Hone loeated in this survey.

% T
s bl d o

“a Hee Hecords of Field Contraet Personnel
10, sn/fk
13, DL/i
2. Oufe

It, iihsr ?«ia;}n% Persomel fecords in Headguarters
3. i
e LL/L
8. pufp
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Armex B

Summary of Recards Surveyed

The 0fficisl Personnel File Foldar for sach staff employée is madn-
tained in the Offics of Fersomnel. There 18 s conpensus gmong cen-
tral persomnel officers thet this file should not be duplicated, al~
though some Yelisve that the official file should be physicelly b
decentralised to the Deputy Directer echelon. Lo

There are some data which esre found only in the official personnel
file folder which have virtually no significance to line supervisors:
secreay onth, insursnce forms, areditors' Inquiriés;’ evidence of
attendance st recuired orientation courses, cte.

The basic records of qualifications snd fltness are mainteined in
personnel f1le folders in every third schelon (FL/I and DEA Offices,
LD/P Divisione and Steffs). Tho commen pattern of the material
malntained 1z showm in anslywmis sheestes 1 - 3, The shueets &lso show
thet there sre varistions mmong the contents of these files, Felow
the third echelen grester verlation ie found, but there are numerous
triplications and guadruplicetions of the besic records.

Humerous fourth echelen components paintain these seme dete in sub-
Ject files, rather then ir persamel filss. This facilitetes des~-
truction of the records after a short retention periced.

Some components use their unofficiel personnel file folders {usually
called "soft folders® or "201 fiics®) with the officisl folders in
deciding upon personntl actions. Cthers msintein sll the records
they conslder necesgary for perdmnnel manegement and use the soft
folders to the exclusion of the olffielsl folders.

The main ressons volunteercd for meinteining soft folders weres

(1) To keep the records close at hand.

{(2) "he contents of official foldars are presoribed ty the Office
of Persormel; other materials sust therefors be placed in soft
folders.

(3) For compartmentation; some nmateriels are never relessed to the
(:ffice of Personpel, but are flled by individual in the operating

somponents. Note here that o soft folder may be serving two dis-
tinet purposes: a2z & persomel file in the usurl senss of the

Sanitized - Approvedw CIA-RDP70-00211R000100130018-6
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Serm and as o repository for cperetionsl material, filed by in-
dividnai, :

B. Im the Offies of Central Referance, DI/I, the soft folder as & com-
plete "working persomnel flle" is an estadlished philosoply, proven
by the fact thet the File is Yransferred with the individusl, if
he remains in OCR,

-

Pexgennsl) File of Btaff Aganiss The cheervations conserning
stef? empioyes persesnci Z1lie folders sre applicable to staff sgent file
folders, but the problams are somtwhat simpler becsuse the length of
seavice of & staf? sgent is usually limited. The main poliey problem is
what records or sterilised sumsary chould be plecod in the wployee
folder when the sgent is converted to smployes status.

Tiva bty 3
P k3

2 PEa
his

ths epsantially mf?%;mﬂ impligstions. Certein beslic papers are
msintained in the Contrast Forsontel Divislon, OP and mest of the re-
malning records arc maintained Yy ¢ese officers. There ere specific
CEY instrustions concerning conirtct perwomnel rocords to be maintained
in the opersting brenches.

raonal Higtom Etatement with its long record of residences
& Teferentes appesrs to be B poor qualifications record, yet it
in the soft foldors of most third schelons.

4
1é

b.  The SCuplifigations ‘peptiomnairg was depigned Tor use in preparstion
of the Agenay skills locator record in the Cualificetions Analysis
Brench, Persomel issignment Ivision, CP. ¥No provision was made

for copies for operating comprnents but most compenents surveyed
oktamined s copy for their soft folders. Tt is shorter sand better
orgeniscd 23 & record of gualifications then the FRF.

o. Thers sre some other gualifications records, but little wniformity
in their design or contents.

d. 4 profile, or sumssry ( one page) of cualifications snd fit-
ness is an instrument for wol ) 1 sainmivtration. The ID/P
ares uses & form ontitled "Parsonnel Data Sheet™ vhieh, for none
cleriosl employees, is vsuslly prepared by the component’s persomnel
sfficer when he prepares s Réquest for Persommel /lotion, Form £F 52.
The data shest 15 Mimitaed to the fects of previow sssipments, ex-
perisnce, sdusation snd training and does not imvolve evalustion.

e ad
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0f the 11 third schelon components exsminad, 7 have soms kind of
profile in their sofi foldsrs {shasts 1 = 3; snd & hove lower
echelons ¥hich have nrofiles in =oft folders.

e. Fitness reports sr¢ found in scft folders in nearly covery echelon.

f. Gome regerds of traindmg ers also found in nearly every schelon.

g. Lerogsto % 2ata sre found in most soft folders and in the official
folter., Fowever, Scvers)l componerts retain derogslory date in seft

folders uptil it is substsntiatsd, and then sond coples forward for
the official folder, Tome officss censider such dats Yoo clogely
gllied with covert operations %o be placed in the of fieisl folder.

h, The shove comments arc generclly sprlicable to ecommendatory dats, too.
But by and large the officisl folder contains a grenter proportion
of commendatory reports than of derogalory reports.

i. femurity nnd medical informatiss in soft folders is uswally confined
to infommotion limiting an emplovee's availsdility for overseas duty.

« Pepsonnel Aetson, Forp “F-52: ey componapts retain a comwy
5 ihe soft Folder. Tome rotain & copy in a pencing folder for follow-
up action. VYhen the notice of eorpleted action (Fora #F-50) is received,
some offices destroy the Torn 57 snd others post the affective dste on
it end f4le 4t in a soft foldar.

PEOTE o EPag0y  uf the offiees surveyed in the
L8 1y the Bupport © tafi, 1 kegps a eopy of this form.
Simtlarly, in GI/I only the Contect ivision, U0 keeps ones 5 copy is
usually retained in @ IL/F soft f1)e becausce 1t is considered poor se~
curity policy to glve this paper, rarked "lmpleyee's Copy" to an employes.

aition Lescriptions sre ususlly filed peperately bucsuse they refer
%0 pesitions, not To incumbents. to copies ere placed in official per-
sommel file folders. But coples iwre somstimes placed in soft folders.
Gf the 75 files of position descriptions locsted in the survey, 20 were
in soft files; the remeining $5 worc in subject files. Iwenty-nine of
the TS ware cescriptions in the languape of the apersting officials and
hé were coples of the offiecial description.

#iseellansous Information in Pergomnel snd Subject Files: The anslysis
aheets indloate the presenge or dsseroe of pome information in the files
coneerning travel, military Iinformatien, cover, operstionsl date and

eables end dispatches.

s. Travel information is usually confined to ceples »f expense vouchers
gnd related memorenda.

b, Military information most frecuantly refars o information conecerning
sn employse's rescrve status.
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8. ULard Hegords:

(1) The Fedaersl Poersoanel Matusel prescrilvs the 5xb card Form OF~lb,
Employes Heocord Card as txe besic employee record for opersting
components, “hen used wikh the lesiifon Identification & trip,
§F=7d 4n & Kardex file asd arranged in 1/C order, it becowss a
position and inowmboenty record. The strip names the posilion
and the card lists the mplayec's mame. When used together, the
auployec neme and pesition title appusr on the same line. when
an amployes card is removed, the word "VaCAND sppeers beside
the positien title.” It is designed for wp~to-dete maintenance
by manval pesting of all ersonnel actions, in-service training
and “efficlency rutings.” “here is zlso & blank Sxf ares whieh
can be used for additional infermation.

{2) Of the 11 third echelon gomponents murveyed, | are maintaining
an OF~lb record and 3 are meintsining 2 slmiler record on &
Mfforent eard, The elewunth, Cffice of Cperstions, LL/I, does
not meintein personnel records at thet level, Uf the 26 fourth
schelon components surveyed, 7 maintsein « F-Lb records and .
others meistaie 2 simllar record card. Four more similar records
were idcntified An lower wihelons., In summary, 1004 of those
third echelon offices swrveyed which maintain Ay personnel
records keep OFwhi-type cards and 403 of the fourth cchelon
offices surveyed kecp similar records.

be 3/0 Listes

(1) OF<ib Xardex records are in metal cabinets and supervisors must
cume to the cadinets to use the recerds. The Uffice of Persomnel
produces snd distributes to third schelon offices a nonthly 1B
T/0 148t in multiple copies which is slso » record of positions
and incumbents. It has grester yortability and flexibility for
use Yy supcrvigors, but centains no recerd of previous aseigr-
ments. It is the offieial control record referred to by such
offices as Management 5teff snd the Inapector General.

(2) In every component surveyed whers the question was discussed,
including the Uffiss of the -eputy Lirector of Pursonnel, this
T/0 resord is comsidared laadequate for personnel administration.
The primary rocson advenced is that 1% 1s 20 to 30 days out of

# C1vil Service Handbook 5-812, Pasic srsonncl iecords and 7ilee System for
Federal Agencien, Uelober 1950, pege 39
*Fersonnel records for usc st opareting lovels should he limited o
1. An Bsployee Hecord Card, ‘mtionsl Form Lb.

2. Positisn Identification Sirip, - tandsrd ¥ors 74 s BRd
3. R file of position deseriptione.”
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date upon receipt and 50 % €0 days cut of dete at the end of the
monthly pericd. A second reason 1s that the record is posted
from & topy of the Form SF-50 wheress mesy third echelon offices
prefer 8 1ist posted from the request form, EF-52. There are
varistions in this ressoning, dependont mainly upon the degree
of control being exercised by career panelss if recuests are
slmost alweys spproved by zhe ponels, T/ records csn bhe posted
when forms SF=-52 aye preparsd; I1f recuests are froquently dis-
approved, it 1s better to post to the T/0 reeord after approval
of the panel is obtained.

(3) The third resson why the officiesl TA 1ist ie considered inade-
suete ig becsuse 1t does not shov where people ere setmally
working. This svgument 13 2 frank admission Yy operating per-
sormel thet they morwtimed upe employecs ss they choope, and not
es thoy are offieially slotted.

(L) Trhe Gffice of Centrazl Refervence prepares and umse 1te own monthly
IRM T/0 list. 7The record is posted at the time & recuest, Form
£Fw52, ia prepared and it is called a *working T/C." Fourth
echelons receive copies of this working /0, only. £ part of
ths new persomnel rocords plan of Fi Nivieion ls slso the pre-
paration of a monthly working T/C liet with TP¥ euipment. OCther
third eshelen offices prepesring working 7/C lists are OBI, OCI,
FRID and FID.

The 0ffice of Permornnel Carcer ¥ anmgement Ufficer maintains two
staffing records Ly hand whish serve as & working 7/1. They are
posted from approved form$ S¥-52. The Uffice of Logletics
padntaine a typewrititen /0 liet of Poreign field positions.

Ce W; Incomplste informaiion wae obtained congcerning vecsnoy
sts, lists of oversess empleyees scheduled to retwrn in & fow
months snd the Inw-casual List of the central personnel office. This
. memthly report lists sech returnse ruporting to the Central Pro-
- gessing Pranch, OP and continmes to list him until & Form SF-57 ig
prepared suthentiosting his new sssignment. The other liste were
congidered reports, rather then raslc records.

X3 $lep: This survey was limited to the identification of
onym and oryptomym oross-refirence cord files. Card files for

supplying (and limiting the supply of) informetion over the telephone

concerming erployves in semi-coverl operatlons were slsc ldentified,

¢ Besords:s Individual reports and evalustions of courses completed
8lly placed in s soft foldsr. Comotimes this is the same folder
sontaiming persormel papers snd fremusrtly it is s supersie folder main~-
tained by the component's trainimg officer. Tn the offite of Persomnsl,
sush records sre placed in the official personnel M.le folders.

¥apy offices almo post trsining records to an individusl onrd record.
This may be the Form CP-hb, & blenk card, or a card form especially

o
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deaigned for a training record. &everal such forma were identified.
Some offices maintain tredning records in » book, or binder,

The Office of Keseurch and Heporis posts training dets to a SxB skills
locator card, (Use section 13 below).

§.-shednles: [he develojpment of capcer plens and the establish~
ont of tradnlng officers heve resulted in the determination of what
employeus should teke what courses in the next few yeers. To put these
plane into effect 1t seoems nacessary to maintain some kind of treining
sohedule: & record of couwrsus apd a 1list of arployces scheduled to take
each course. The prosence of such a record indicatss puBitive plaming
for training. iost third echelons surveyed nmaintain such 2 record.

The Uffice of Logistics hes a simple procedure for this operation., when
& supervisor recommends spscific training for an employee on his fitness
repord, the ‘dmindgtrative :taff posts the auployee's neme Yo & esrd
headed with the name of the courss. sach time en announcement is re-
selved that the course is to be given, the training officer removes the
sourse card and, with the approval of the applicable supervigors, deter-
mines whick employees will take the course, khen they have completed
the course, thelr names bre orosgsd off the course card and the infor-
mation 1s peosted to their treining card.

gcelor fecord: About fowr yesrs ago the v iffice of Fersennel
ined Guslificetions Questionnaires from all enmployees and prepered

sn 1B record of qualifications snd training. 4s there sre numerous
records of qualifications and training in the Agenoy, this record is
refarrad to, in this péper, as & pkille locstor record. Its purpose is
to locate, by mechanical searching, employues of specisi skills and
qualifications, It iz used sontirually Wy personnsl placement officers,
particularly for I0/F components.

New amployecs ars included, today, from the datz on the rovised Personal
History Statement,

kpplicents possesping pertinent qualifications are alse included in this
record,

4lthough the basic plan for this centralized skills locetor record has

included keeping 1t up to date, this part of the program has never heen
pat into effect.” Thuz, the record of in-service training end aasigne

ments 18 four year's out of date (for those who have four or more yesrs
of sarvice),

Three third echelon offises welnteic skills locstor records: Uffice of
Hessarch and i‘iwgam,%.&n,hwmwﬁm;mmm iivision and Forelgn Intelli~
genoe Staff, The record in (BH 48 on & 5x8 card form of their own

L ?aﬁmruup qualifications questionnaire is now in process.

b
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dosign end a new key-sort cerd 1s now being designed. This record was
sed up beosuse URE found the record of the Office of FPersommel insde-
quete and imsccurate. The URE record is saintained in the administrative
staff. A)l reports of completed training and essigmments pess through
this effice and are posted to the record.

A eass offiser in WH meintains s 5x8 csrd file on staff sugente for use
in locating agents with specific skills, such es lock-piciking, for
sxsaple. This, of course, is not a duplication of the central perscunel
offige reoord.

F1 Staff maioteins a Ydnder called a skills locster file which lists
subjsctiz suth as legal travel ané stay-bebhind and lists neamcs, grades and
losstion of porsopnel qualified {n the subjects., It covers staff eam-
playees and staff agents.

.

pep Plangs Five of the eleven third wchelen offices sur-
vy o 4 least some career pluns on file. In a sixth, the Cffice
of @mﬁm, vhich does not majntaln persomnel resords at

level, plans were maintsined in one of its three diviasions

25X1A7b
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